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ABSTRACT 

Provided is a manual which explains policies and 
procedures followed in the cataloging, abstracting, and data entry of 
information on instructional^ measurement, trai-iing, and prototype 
materials for the handicapped to be stored in the NIMIS (National 
Instructional Materials Information System) data base. It is noted 
that close adherence to the manual in the corapleticn of report forms 
will result in the uniform and standard preparation of abstracts and 
will facilitate an accurate representation of materials identified in 
NIMIS. Covered in the first section is information on essential 
fields recorded on the NIMIS report form, word usage, 
punctuation/capitalization, abstract delineation^ and the release 
clause. The bulk of the document explains the preparation of 
abstracts on instructional materials in terms of accession number, 
preparation source, author/corporate author, title, edition, price, 
publication information, program/series note, media format variant, 
numerical identifier, vendor, supplementary note, title alternative, 
equipment needed, cautionary note, evaluation inf ormation^ abstract 
description, thesaurus descriptors, and media format. Also included 
are brief instructions for the entry of data on measurement 
materials, prototype materials, and training materials* Among 
appendixes are a list of preparation sources, a Roman numeral 
conversion chart, sample NIMIS report forms, NIMIS data preparation 
manual form for submitting suggestions, and a bcckle+ with 
instructions fcr completing the NIMIS audiovisual report form. 
(SB) 



Documents acquired by ERIC include many informal unpublished materials not available from other sources. ERIC makes every 
effort to obtain the best copy available. Nevertheless, items of marginal reproducibility are often encountered and this affects the 
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Essential Fields 



Itie f ielcis considered to be essential for the xniniinum requirenients 
of the NIMIS system are listed below with their designated abbreviations. 
The fields were repositioned on the report form sequentially according to 
the data entry procedure and process. Certain required fields were added 
and others were merged due to the redesigning of the form; all essential 
fields y however y contain pertinent infoniad-on necessary for satisfactory 
use of the system. When information regeurding the?G fields is indetermin- 
able^ "NA" {Not Available) is the required entrv. Tlie "NA" entry applies 
only to those essenticil fields as asterisked on the report form; in all 
other fields y no entry is required when inlbrmation is unavailable. 
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The Center is funded under Contract OEC-3O0-72-4478 by the Office of 
Education, U.S. Departinent of Health, Education^ and Vfelfare; the con- 
tract is adndnistrated through the College of Education and the Research 
Foundation of 'Ihe Chio State University. Contractors undertaking such 
projects under govemnient sponsorship are encouraged to e><press their 
judgnvant free in professional and technical matters- Points of view or 
opinions do not, therefore, necessarily represent official Office of 
Education position or policy. 



ERLC 



3 



TABLE OF CONTENTS 



Preface 



Introduction i 

Essential Fields 2 

Word Usage # 3 

Punctuation/Capi talization # 4 

Abstract Delineation , » 7 

Release Clause 8 

Instructional Materials 9 

AN Accession Number 10 

PS Preparation Source 11 

AU Author/Corporate Author » 12 

TI Title 14 

ED Edition 16 

PR Price 17 

PI Publication Information ' 18 

PN Program/Series Note 20 

MV Media Format Variant 21 

NI Numerical Identifier 22 

VN Vendor 23 

SI"} Supplementary Note 24 

TA Title Alternative 25 

EN Equipment Needed 26 

CN Cautionary Note 27 

EI Evaluation Information 28 

AD Abstract Description 29 

TD Thesaurus Descriptor 33 

MF Media Format 37 

Measurenmt Materials 38 

Prototype Materials 40 

Training Materials 41 



ERJC 



21 



Table of Contents 



Appendix A 

Preparation Sources « « 43 

i^>pendix B 

Roman Numeral Conversion Chart 44 



Appendix C 

NIMIS Report Forms 45 

^^^pendix D 

NIMIS Data Preparation Manual Form 47 

Bibliography 48 

Index 49 



ERLC 



5 



111 



Preface 



The National Instruct ion=il Materials Infontation System (NIMIS) 
is a pioneering application of technology in inforxnatjm science on 
behalf of the education of the handicapped. It is rapidly approach- 
ing prototype testing and an operatxci^al phase in its development. 
Each new ooannponent and each new stage in the NIMIS development brings 
it closer to achieving itajor benefits for children \jbo are handicapped 
and those v*io work with them. The data preparation nenual is an inpor- 
tant ccrponent of this process. 



The NIMIS Data preparati^.n Manu al describes the policies and pro- 
cedures for ccrpleting the NIMIS Repcxft Form in the abstracting of in- 
structional , measurenent, training and prototype naterials. Included 
in this manual are the policies and procedures for identij^ing and re- 
cording data elesnents, sartple report foms, a preparation source table 
and a user questionnaire. 

This inanual is the result of a continuing ooRpilation of exper- 
ience to date in the preparation and editing of NIMIS data by the Area 
Learning Resource Centers, Specialized Offices and the National Center 
on Educational Media and Materials for the Handicc{)ped. The assist^oe 
and cooperation of irany individuals and their agencies are ackncwlediged 
with great appreciation. 

CtOTTients and suggestions on how to expand and iirprove the usefuly 
ness of this manual would be appreciated. Please forward catmentaries 
to the editor of this manual in care of NCEMMH, using the form provided 
in Appendix D, 



Dr. S. C. Ashcroft 
Director of NCEMMH 



Introduction 



The NIMIS Data Preparation Manual , second edition f was prepared in 
conjunction with the revised NIMIS Report Form and incorporates and re- 
flects those nodifications and dhanges. Qose adherence to the nanual 
in the corpletion of the report fonns will result in the vmifonn and 
standai*d preparation of abstracts and will facilitate an accurate re- 
presentation of materials identified in NIMIS. 

This manual has been updated in an attenpt to cover and acccroodate 
the needs of the Specialized Offices responsible for abstracting , the 
data entry process and the user retrieval systan. Certain fields have 
been altered slightly, others itodified considerably and a fsv; deleted 
altogether* Based on e}5)erience with the operating system, these ad- 
aptations reflect, and hopefully, fulfill the necessary alterations 
required. As the system develops and elands, future editions of the 
manual will provide additional refinearents in the various aspects of 
NIMIS. 
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Essential Fields 



Itie fields considered to be essential for the ininiinum requirements 
of the NDHS system are listed below vdth their designated abbreviations. 
Ihe fields w'ere repositioned on the report form sequentially according to 
the data entry pixxiedure and process. Certain required fields were added 
and others were inerged due to the redesigning of the form; all essential 
fields^ however^ contain pertinent infoniadon necessary for satisfactory 
lose of the system. When information regeading the?e fields is indetermin- 
able^ "MA" {Not Available) is the required entr;. Ihe "NA" entry applies 
only to those essential fields as asteriski3d on the report form; in all 
other fields, no entry is required vAien information is unavailable. 
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Word Usage 

Abbreviations 

The lise of abbreviations is restricted to specified fields and types 
of infomation, Abbreviations nay be iised in the recording of names and 
ac3dresses of publishers iji the Publication Infornation/ Vendor and the 
Author/Corporate Author fields; the information should be recorded as it 
appears on the catalog and the city and state must be written out in full . 

Standard nathematical notations and symbols may be Ksei in recording 
measurement in the Abstract Description. Anong the accepted abbreviations 
are: 

Inch = In . 
foot = ft. 
cen time ter = cm 
decimetter = dm 

meter = m 
kilometer = k 
liter = 1 

The symbols for 'inch' and foot' (" and ') are to be used viien entering 
-the Arabic numeral (12' x 8') . VJhen referring to the term, a period niust 
follow the 'in.' or 'ft.* abbreviation; no period is used ^^*len recording the 
Metric measures (cw, dm, m, k, 1) . 

Articles 

The articles "A", "Ati", or "The" should be included as the first wDrds 
vAien recording a title given as such* The reading of the title is generally 
more meaningful with the inclusion of these initial articles. 



Punc tua ti on/Ca pi tali za tion 
Ihe follc/.uig guideltcies were devised in an effort to itaintain 
consistency in the recording of infoniation in the abstracting process: 



Punctuatiai 

!• Conplete all sentences, inclxiding the tj±le statement, vdth a 
period. 

EXftMPLES: 

Flying squirrels and other stories • 

Much majesty, by ^ara Srygley (and others). 

This te:<c is also available in braille. 

2. Separate the infornatioi recorded in the Publication Information 
field with contBs. 

EXAMPLES: 

Chicago, Illinois, McGraw-Hill , 1967, cl964 

3. Do not t^henate thesaxarus descriptors* Becord all descriptors 
as they appear in the instructional Materials Thesaurus for 
Special Education , second edition and subsequent revisions. 

EXAMPLES: 

Partially i^ighted 
Self expression 

4. Super- and subscripts may be used in the Abstract Description. 

EXAJ>IPLESt ^ 
This book is intended for use with level 3 

5. Interna cional Standard Book riuiiterc ar^^ to be recorded mthout 
punctuation. All other numerical identifiers are uo be entered 
as they appear on the naterial or in the p\A)lisher*s catalog. 

EXAT^LES: 

ISBN 082738498X 
LC 74-85739 
APH 4-7368 




6. Entries in the Si5)pleraentary Ijifonnation field should oontaiai the 
appropriate information and the field in i*iich the infomation is 
contained f separated by a colon. 



EXMPLES: 



Adapted by Walt Disney: Supplementary note 
Self-adhesive tape: Equipment needed 



7. Use doiible (" ") quotations \Ai&ci recording oatponent titles in a 
series abstract; use siiigle ( ' ' ) quotations v*en reoordmg poens > 
chapters or smaller units of an individual, title. 

EXMPLES: ' 

Large type edition of books in the Mankind in 
Time Series are: "Learning to look at our world" 
and ''Changing new world." 

The last section of "Open highways" is a book^ 
length chapter entitled 'Sskimo boy' by Erica 
Pipaluk. 

In recording titles, use double {" ") quotations when coding a 
level or unit of a naterial designated by a single letter. No 
punctuation is necessary v/hen recording nurttoers. 

EXftMPLES: 

Basic health science "E" . 
Communicating 2. 



Capitalization 



Capitalize only the first word and any proper nouns in the title 
statement. With the exception of exclamations and questions, all 
other words in the title are recorded in lover case. 

EXAMPLES: 

Matter; an earth science. 
Cowboy Saw and the Indians. 
Firei Firei 

Id distinguish a series from a title entry, capitalize every 
najor word in the Program/Series Note field. When entering 
that series as a title, conform to the convention for titles. 



EXAMPLES: 



Concepts in Science Series 
(entry as a Progran/Series Note) 



Concepts in science series. 
(entry as a Title statement) 
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3. Capitalize the first word only of nwltiple-word thesaurus 
descriptors. 

EXMPIES: 

High interest low vocabulary 
Earth science 
Grade 7 

4. Record the publisher as it appears on the catalog^ capitalizii^ 
all major words of the name, 

EXAMPLES: 

American Printing House for the Blind 
Advanced Learning Concepts 
Follett Publishing Company 

5. Capitalize all letters of an abbreviation. 

EXAMPLES: 

APH 

ISBN 

LC 



Ronan Numerals and Nurrbers 

Convert Rxnan Nunerals to the Arabic equivalent vdth the exception of 
title entries; the title should be recorded exactly as it appears on the 
naterials. ^ 

Enter any number in Arabic notation with the exception of iMO numbers 
appearing in ccmbination; write the first nurrber as a word and enter the 
second in Arabic. 

EXAT^LES: 

Modern mathematics II* 
Wordcraft/1 . 
Thirteen 30-30 rifles. 
2nd edition 




Abstract Delineation 
The irevised NIMIS i<eport Form is inclu3ed in /^^5endix C • A irpcJel 
of a cxmpleted abstract follows in i^jpendix c • The form itself has been 
mDdif ied and has been printed in blue ink in order to assist the offices 
in the abstracting procedure and to alleviate confusion in ths data entry 
process. To derive full benefit from the revision, it is necessary that 
t±e original NH^IS Report Form be forwarded as the National Center copy; 
xerox copies may be made for record keeping purposes in the individual 
locations. 

The information recorded on the NIMIS Report Form must be kept with- 
in reasonable limits in order to maintain maximum efficiency and sticcess 
in use of the system. In keeping with the standard, therefore, the length 
of a oonpleted record may not exceed 400 words or 3600 characters. The 
Abstract Description should be restricted to 240 wrds or approximately 
25 line>s. The number of descriptors in both the Media Format and Thes- 
aurus Descriptor fields combined should not total more than thirty. The 
acceptance of these suggested guidelines will further insure the acccm- 
plishment of the desired effects of NIMIS. 



Relr-ase Clause 

The diverse nature of instructional itaterials is sudi that all the 
conplexities and idiosyncracies vdiich may arise in preparing abstracts 
cannot be adequately foreseen or handled in a data preparation manual. 
This manual does iK)t purport to deal, with every category^ to attenpt to 
answer every question nor to consider every situation that may occur in 
the abstracting process. Thus, individual discretion and interpretation 
on the part of the abstractor are encouraged vSien dealing with unusual 
circumstances. Any deviation frcm or translation of the manual should 
precipitate notification to the proper source for necessary alteration 
or change in future editions of this manual. Abstracts departing fron 
the standards established herein vAien resulting from such circumstances 
will be given due consideration as submitted. 
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Instructional Materials 



Instructional materials are defined as mateilals used by 
teachers and/or parents in the proc^ n of teaching skills 
to children. 



Acx:ession Number 

Tlie National Center on Educational Msdia and Materials for the 
Handicapped (NCEMMH) will assign a six digit accession number to each 
instructional material abstracted at the point of entry into the NIMIS 
files. 

The prefix code "IN" (Instructional Material) is the 
only information to be recorded in this field by the 
abstracting offices. 

EXAMPLE: 

IN 

Refer to the appropriate sections for special instruction .:or 
Training (TR) , Measurement (ME) and Prototype (PR) naterials. 
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Preparation Soxirce 

Each abstracting agency will be assigned a three digit nunober to be 
used as a code to indicate the soxarce of data preparation of the individiial 
NIMES Report Fornis. In addition to this three digit center-identification 
number, a six digit internal accession nuinber will be assigned to each form 
by the individual offices for the purpose of in-house document retrieval* 
Refer to Appendix A for additional preparation source number codes. 



A space-^ash-space will be used to separate the preparation 
source code from the accession mjmber; the internal accession 
number will contain a space after t±e first three digits to 
facilitate reading of th£> nuniber* 

EXAMPLES: 




001- 001 345 

002- 002 673 

003- 000 987 
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Author/Oorporate Authpr 

The author is an individual chiefly responsible for the artistic or 
intellectual content of the work; the corporate author is a corporate body 
other than an individual who is responsible for tiie production of the mate- 
rial. A corporate author may inclvde a conpany, producer^ pijblisher, in- 
stitution or agency credited with the originating and releasing of the 
instructional naterial; an individual is not considered to be a corporate 
author. 



A. Enter the author's name an individual is credited with 
the authoring or editing of the material and his narne appears 
on the material itself. Enter the corporate body responsible 
for the content of the work if no author or individual is men- 
tioned. Authors are entered last name first; corporate authors 
are entered as the name appears on the publislier's catalog, 
inclviding any abbreviation. 

EXAMPLES: 

Whitehead, Robert A. 
A. B. Dick and Company 

B. ^^en abstracting a series or collection authored by several 
individuals, record "M" in the Author field if no one per- 
son carries responsibility throughout the entire series. An 
editor's name is an appropriate entry for the author if the 
sam individual (s) is credited as primary 'author' for each 
individual title in the series. 



EXAMPLES: 



Reader's Digest Series edited by L. Tames* 

Tames, L. 
(NIMIS Author entry) 

SRA Guidance Series contains "Becoming a man," 
by Well3, "Building your philosophy of life," 
by Neugarten, and "Becoming a leader," by Ole. 

NA 

(NIMIS Author entry) 

18 
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C. When two authors are responsible for the content of a work, 
record the priniary author in the Author/Ctorporate Author 
fields The secondary author will be entered in the Joint 
Author field on page two of the report form. If three or 
more authors are credited, enter only the primary author 
followed by the words "et al.'' 

EXAMPLES: 

Single author Botel, Morton 
TWO authors Dawkins, John 

(Whitney, R. entered in 
Joint Author field) 
Three or more Christ ^ Henry et al. 
authors 

D. Adaptations, illustrations, orchestrations or other such 
information must be credited in the Supplementary Infor- 
mation field; record the original author (if one is known) 
in the Author field. 

EXAMPLE: 

"Winnie- the-'Pooh/' adapted by Walt Disney 
based on the story by A. A. Milne 

Milne, A^ A* 
(NIMIS Author entry) 
(Walt Disney entered as adaptor in SI field) 

E. Subsidiaries, local offices or subordinate units of a larger 
corporate bo<^ are entered as the corporate author vAien that 
subsidiary has a catalog containing that material being ab- 
stracted. When it is iirpossible to determine wliich unit is 
responsible for the product or its availability, record the 
largest unit. The abstractor may use individual judgment in 
the decision of authorship responsibility or choice of entry. 

EXAMPLES: 

The Judy Company is owned by General Learning 
Corporation but has its own catalog containing 
the material in hand- 

^ The Judy Company 

(NIMIS Author entry) 

Becker 6i Hayes, subsidiary of John Wiley S Sons, 
has no catalog and responsibility is indeterminate. 

John Wiley S Sons 
(NIMIS Author entry) 
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Title 

The title is the nane of the wrk or the word phrase by viiich the 
instructional material is identified. The title should be taken from 
the physical piece v^ienever possible; if no designation appears on the 
material itself, the title should be entered as it is stated on the 
cover or container in v^ch the entire instructional material is pack- 
aged. 



A. Record the title exactly as it appears on the material 
including "a", "An" or "rhe" as the initial words of the 
title and any Boman numerals or numbers. With the excep- 
tion of proper nouns, capitalise only the first word of 
the title statement , and end with a period. 

EXAMPLES: 

Learning about Ldt in America. 
The book of life. 
Modern mathematics II, 
Indy 500. 

B. Include any subtitle or second title in the title statement 
transcribing it as it appears on the title page or cover of 
the material. If no punctuation is used to separate the 
subtitle fron the title proper, punctuate as appropriate for 
clarification and readability of the title statement. 

EXAMPLES: 

Life; a biological science. 
Our working world: families. 
Modern science; level 3. 
Basic language: messages 5. 
Detecting the sequence: "A". 
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C. For works of single authorship, no author need be inentioned in. 
the title, but two or more authors are included in the title 
"by" statervent as specified in the exairples below* Use a ccrnna 
to separate the title from the "by" statenent, and enclose in 
brackets an/ infontation not found on the title page or cover 
of the material. 



EXflMPLES: 

Single author 
Two authors 

Three or more 
authors 



Tennis champ. 

Adventures for you, by Eva 
Jones and Eric W. Johnson. 
Open highways; book 5, by 
Helen Cole (and others) . 



D. Onit edition, unit or level stateinents in the title phrase 
unless they are necessary to laniquely identic that material. 
This might occur in a series of a single title for all works 
in that series, distinguished only by the level or grade 
number or letter. "Teacher" and "student" edition are both 
appropriate entries for inclusion in this field. 

EXMPLES: 



Series title 
Title in series 



Scott Foresman Reading Systems 

Scott Foresman reading system - 
level 21 - Triumphs 



NIMIS entry for 
title 



Triumphs. 



Series title 



Follett Basic Lk^arning Program 
Study Lessons in Our Nation's 
History - Unit 6 - Building a 
Great Nation 



Title in series 



study lessons in our nation's 
history - building a great 
nation 



Nlt'ES entry for 
title 



Building a great nation. 
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Edition 

The edition states^nent is a notification of an yjpdate, revision or 
other variant edition of an already existing naterial* Such information 
may include a large type or braille version or an abridged or revised 
edition. "Teacher" and "Student" editions or ^^classic/^ ^^bicentenniaV^ 
or other such statements are not appropriate entries for tlds field. 



Record the edition as stated on the instructional itaterial. 
Numerals nay be used to record an vpdated edition; the 
abbreviation is also accepts* Capitalize the first word 
only of multiple-wrd entries. 



EXAMPLES: 



Large type 
U. S. edition 
3rd edition 
Revised edition 
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Price 

The price entry will consist of purchase price inforraation only* 
When abstracting a series title, record a price only if a price for 
the entire series^ is available. Prices of individual ooitponents may be 
enumerated in the Abstract Description, 



Record the purchase price as given in the publisher's 
catalog. If the material is rental only, free, or no 
price is given, enter 

EXATIPLES: 

$3.75 
$106.50 
NA 
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PuDlication Inforxnation 

The publication information cxDnsists of the place of publication, 
the publisher, tiie production date and the copyright date. These four 
pieces of information corprise the iirprint, and ooninas should be used 
to separate these entries on the report form. 

Place of Publication 

Enter the address of the publisher as it appears on the 
catalog. The street address may be abbreviated, but the 
city, state information must be written out in full. 

EXMPIES: 

1339 Frankfort Ave. P.O. Box 6085 
LouisvMle, Kentucky 

211 Wisconsin Ave. 
Milwaukee, Wisconsin 




Publisher 

A. Enter the publisher as it appears on the material or in the 
catalog. Capitalize every major word in the name, emitting 
such designations as "Inc.", "Corp.", or "Ltd." unless they 
axe necessary to distinguish the publisher name* 

EXAMPLES: 

American Printing House for the Blind 
Advanced Learning Concepts 
California State Department of Education 
Ginn and Company 

B. In cases vAiere the material is published by Media Services 
and Captioned Films, enter that information in the publisher 
field; in the Abstract Description add the note, "(This film 
is available from Captioned Films libraries. In the vendor 
field enter "SAi^iE'' . 




Producrtdon Date 



The production date is the date of printii>g or proc3uction/ 
manufacturing of an instructional itaterial. Enter ^le date 
as it is given on the material y converting Ratan niiterals 
to the Arabic equivalent using the conversion chart in the 
appendix. If no prodixtion date is available, enter "m*\ 

EXMPIES: 

1967 
1972 
NA 



Copyright Date 

The copyright date is the date the instructional material 
vas copyrighted. This information always appears next to 
the ^ symbol and is preceeded by a "c" on the NMIS report 
form. Enter the most recent date if two dates or a range 
of dates is given. Convert all Roman numerals to the 
Arabic; record "wa" if no date is given. 

EXAMPLES: 

C1967 
C1975 
c M 
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Prograity/Series Note 

A series is defined by the American Library Association in its 
Anglo-American Cataloging Rules_ as "a nuniber of separate works issued 
in succession ard related to one another by the fact that each bears a 
collective title • • . ; nomially issued by the same publisher in a viniform 
style, frequently in a numerical sequence." For the purpose of NMES, 
using the guidelines set by the AIA definition, a series will be desig- 
nated as such according to the interpretation of the abstractor. Titles 
do not have to be used in conjunction with one another to be considered 
a series, but they must be groiped under a single title or statement in 
the c:jatalog'Or on the material itself, ^iere categorization or grouping 
of like objects should not necessarily be construed to be a series prt^^er. 
Discretion should be used in discerning a series note f ran a catalog 
heading. 

Record only the grosser series title; individual titles 
of corponents or smaller series units are not to be 
entered. Capitalize every major \Aord of the series; do 
not end the note with a period. 

EXAMPLES: 

Cowboy Sam Readers 
SRA Guidance Series 
America Reads Series 
Concepts in Science 




MV 




Media Format Variant 

Ihe iDsdia variant is an alternate form or medivan of - the same material ^ 
published or produced by the sane ccxtpaiiy. A material may be produced in 
film format as well as book; a tape may be put out in cassette as well as 
reel-to-reel. Variants may b^ handled by a Specialized Office even vAien 
they do not possess the actual piece itself. 



The media variant entry must also be taken fron the Fom/ 
Format descriptors in the Instructional Materials Thesaurus 
for Special Education, second edition and subsequent revi- 
sions. 

EXAMPLES: 

Tape cassettes 
Large type materials 
Films trips 

Record a variant only v*ien a variant exists and is produced 
and available from the sanve company as the original material. 
When abstracting a series title, record a variant only if 
that Variant is available for every canrponent of the series- 

EXAMPLE: 

Adventures in Literature Program, in large 
type print, is also available in braille. 

Braille 

(NIMIS Media Format Variant entry) 
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Nunerical Id^tifier 

The nijnerical identifier is a code assigned to the instructional 
material for identification in the ordering or retrieving of the nate- 
rial. The only appropriate numbers for this field are: International 
Standard Book or Serial Numbers (ISBN, ISSN) , Library of Congress nun- 
bers (LC) , Annerican Printing Hoiase for the Blind item numbers (SPH) , 
and United States Patent numbers (U.S. Pat. No.). Other numbers 
ap7«aring on the material or in catalogs are to be disregarded for use 
with *'his field. 



Enter the number preceeded by the appropriate code or 
abbreviation for that source. The numbers are to be 
entered in 7\rabic; the source abbreviation in iJiper 
case letters. Record any International Standard Book 
Number without punctuation; all other numbers are to 
be entered as they appear on the material or in the 
catalog. 

EXMPLES: 

ISBN 18722673X 

LC 73-29837 

APH 4-7583 
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Vendor 

The national vendor is the central source fron vUcdxii the itaterial 
nay be purchased. Entries should be itade in this field only vAien the 
vendor is other than the publisher^ A ''distributed by'' statement nny 
cue this infontiation in the catalog; such a statenient preceedes this 
entry on the IvUMIS Report Fom. 



• 



A. Enter the vendor when different fron the piMisher, When 
the vendor is the same, enter "s2iME'\ 

EXAiyPLES: 

Distributed by Follett Publishing Company 
SAME 

B. In the event that the naterial is sold only through local 
offices of a national catpany, a statement to that effect 
would be an appropriate ent^y. 

EXAMPLES: 

Distributed by local vendor only. 
Distributed by regional offices only. 

C. Enter "SAi^iB" v^en the iraterial xs published and distributed 
by Media Services and Captioned Films. Further elaboration 
is included in the Abstract Description. 

EXAMPLE: 

SA14E 



id 
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Supplementary Note 

The suppleniBntary note qualifies or anplifies the general description 
of tte material in order to further identify or characterize a particular 
field of information or the naterial itself. The necessity of this infor- 
mation will be left to the discretion of tlie abstractor. The follwing 
typ53 of information wdild be appropriate entries for this field: 

> 

1. Adaptation, orchestration or other such statonents to 
further clarify parties participating in the creation 
of a v?ork, and not credited elsewhere on the form. 

2. Statatents not appropriate for other fields vftiich are 
necessary to edify or identify the work and further 
distinguish it fron others. The recording of this 
information is left to the interpretation of tlie ab- 




Record the information in statenent form in the Supple- 
mentary Information field. Separate the statement fron 
the desig/ration "Supplementary note" with a colon, cap- 
italizing the first word of the statement and the first 
word of the field designation. 



EXAMPLES: 



Adapted by Walt Disney: Supplementary note 
Compiled by National Geographic: Supplementary note 
Orchestrated by E. Jurey: Supplementary note 
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Title Alternative 

The title alternative represents a second name by which the same 
instructional material is known. Exarrples of title alternatives in- 
clude a revision in the title of the material^ or a variation in the 
title as it appears on the material from vtet is given in the pub- 
lisher 's catalog. Ehaller units of a series note are not ^ropriate 
entries for the title alternative, vdiich is to be entered in the Sup- 
plementary Information field. 



Enter the title given in the pi±>lisher's catalog as the 
title alternative v*ien variant fran the title on the 
material itself; the title on the material will be re- 
corded in the title field. Capitalize the first word 
of the title and proper nouns only, and enter the de- 
signation "Title alternative" separated by a cx^lon. It 
is not necessary to end the statement with a perixDd. 

EXAMPLES: 

Title on material Using the Cranmer abacus for 

the blind 

Title in catalog Using the Cranmer abacus 



Using the Cranmer abacus: Title alternative 
(N3I4IS entry for Title alternative) 



Revised title Mathematics for children K-6 

Original title Basic mathematics for children 

Basic mathematics for children: Title alternative 
(UIMLS entry for Title alternative) 
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Eqaipment Needed 

The equipn^ient needed field is used to record any equipnent required 
for use with the instructional material \Mch is not c±vious or readily 
apparent fron the descriptioi of the material itself. The prirtary function 
would be to act as an alert in the required accession of special provisions 
prior to receipt of the material, or if the user would not otherwise be 
aware of the necessity of that equipnfvent. 

Record the term for the equipment needed in the Sujplenientary 
Infomnation field separating it frcm the field designation 
with a colon. Capitalize only the first word of inulti-wrd 
equipment tenns, and the first word of the field designation. 

EXAMPLE: 

Overhead projector: Equipment needed 
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Cautionary Note 

The caxitionary iiote is an alert to iioti:^ the potential user of an^ 
conditions or restrictions of the material prior to its receipt, or to 
provide instructions not included with the material itself. This is an 
attempt to minimze potential danger to the user or to the itaterial^ to 
nuniitdze damage/ and/or prevent a utilization which may diminish the ef- 
fectiveness of the material. 

Record this infoniHtion in the Si^pleraentary Infontation field 
separating the information and the Cautionary note designation 
with a colon. 



EXAMPLE: 




Flexible record may warp with heat: Cautionary note 
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Evaluation Infounation 

The evaluation information will ccxisist of any cxxtibination of the 

following four sentences applicable to the particuJar material being 

abstracted. This is the only entry to be macJe in this field. The 4 

evaluation statements are: 

1. The material has been reviewed by Specialized Office 

and judged appropriate for use with 



2. Field evaluation data are available. Results show that these 
materials are suitable for the 



3. Evidence shows that this material is currently being used by 
teachers in education programs for the 



4. This material has been recommended by an authoritative body 
for use with the 



Fill in the appropriate learner descriptor (s ) , axxi Specialized 
Office code where applicable, to the statements which apply to 
the material being abstracted. The entry will consist of the 
cotpletion of the first stateanent and any appropriate combina- 
tion of the other three statements. 

EXAMPLE: 



This material has been reviewed by Specialized Office 



El 



and judged appropriate for use with the developmentally 

disabled . _* 

It is suggested that the descriptors used be taken from the 
Instructional Materials Thesaurus for Special Education , second 
edition and subsequent revisions. 
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Abstract Description 

The abstract field is one of iiifX)rtance to the xisers of the NIMIS 
system in the clarification and further elaboration of the material being 
reviewed. In conjunction with the thesaurus descriptors, the abstract 
description vdll be used to glean infontation of iitportance not found 
elsewhere on the record. As such, it is iitperative that the abstract 
description adhere to specified standards, limits and restrictions. 



General Guidelines and Parameters 



1. The abstract should contain no mDre than 10(H120 vrords or 
10-12 lines as an ideal- The maximam length of the abstract 
may not exceed 25 typewritten lines or approxijiately 250 words. 
It should be written as concisely and precisely as possible 

in a grammtically correct style including oonplete sentences. 

2. -Abbreviated words and acronyms must be written out in full the 
first tijre used in the abstract description. Numbers may be 
written in Arabic notation unless twD numbers are used in con- 
junction with one another; spell out the first number and 
write the second in Arabic. 

EXAMPLES: 

two 12-gauge shotguns 
four 2 carat diamonds 
PLDK 

(Peabody Language Development Kit) 

3* The use of parenthesis should be avroided in the abstract 
description. Ccranas should be used to set off or separate 
distinct pieces of information. 

EXAMPLES: 

Cat. No. 4-2856, $7.50, ... 
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Individual titles in the abstract of a series should appear in 
dov±)le (" ") quotations; collections, poems or segments of a 
title in single (• •) quotations. 

EXAMPLE: 

Books included in series are "A duck is a duck," 
"Skies and wings," "To turn a stone," and "On 
the edge.*' 'Amigo' is a Jboo/c-length chapter in 
"Skies and wings." 

When the publisher's catalog rather than the physical material 
itself is used in abstracting, credit the publisher by record- 
ing the initials of the publisher prior to the abstractuDr's cwn 
initials. Capitalize all initials, separating the t^ro sets by 
a slash. Include the date the material was abstracted separated 
from the initials vdth a conina. 

EXZMPLES: 

MSCF/MHH, 
M-H/DFG, 10-75 

The abstract should contain descriptive infornation rather than 
evaluative information. Avoid such words as "excellent," "good" 
or other judgmental tenns. 

The purpose of the abstract description is to present and elab- 
orate on information not found elsewhere on the report form. In 
order to reinforce major pieces of information, certain terms 
or entries found in other fields may be included in the abstract 
description. Caution should be taken to avoid vei^osity and re- 
dundancy. The extent to which cross-referencing is recorded is 
left to the discretion of the abstractors. The detail or extent 
to which this type of information is entered, however, shouldn't 
exceed reasonable limits and boundaries. 



Preparing the Abstract 
The following criteria represent an atteirpt to anticipate those 
questions that a potential user would ask about instructional materials. 
It goes without saying that not all questions would be asked about all 
materials, ard the major skill of abstracting remains that of determin- 
ing the relevance of infornation. The follcwing criteria are offered 
as suggestions in preparing the abstract: 




So 
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Content 

A. The content of the abstract should be as non-repetitive as 
possible • Descriptors are usxially very general, and the viser 
seeks detail, so it is frequently essential to araplify, elab- 
orate or clarify information entered elsewhere. 

B. Because caitent covers the entire range of human knowledge, 
it is difficult to develop a model. Describing science mat- 
erials is not the same as describing literature; history is 
not reviewed the same as philosi^hy. Ttie tareatraent of the 
content, therefore, will vaxy according to the field of knew- 
legde covered. 

C. The user probably not only wants to know the range and scoge 
of a naterial, but also something about the treatment and 
perspective. For exanple, is it a sunmary, an overview or a 
first-hand accomt; is it detailed or general? 

D. The user also is interested in how the oontait is sequenced 
and organized. Is it perfoimance-based, or is it develc^^ed 
around behavioral objectives or criterion-referenced? Does 
it have a teacher's manual or built-in assessment procedures? 

Purpose 

A. Describe the purpose of the material and v*iat its intended 
outcomes are. This information will usually be found in 
catalogs and promoticMial literature; do no invent a purpose 
for a material vdien none is stated. 

Conditions of Use 

A. Further elaboration may be required for the Media Format and 
Thesaurus Descriptor fields. 

B. A statement on "consumables" or such teacher-made si:?5plementary 
materials may be required. 

C. Preparation time, additional personnel needed and any signifi- 
cant change in classroon environment may need to be specified. 

D. Arplification on parameters of use, nature of scheduling, time 
frame of usage, special significances for time of year or lev- 
els of development, etc. may be required. 

E. References to entry skills or behaviors required for effective 
utilization of the materials may be necessary. 
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p. Tnoonsistencies^ such as between reading and interest level or 
content and naturityr should be mentioned. 



G. Ccqponents of a unit^ viien available an a s^>arate purchase 
basis, shDuld be itemized. 



i^ropriateness for Target Pc^pulation 

A. Elaborate on the applicability of the material to a designated 
handicapping condition. State the specific learner population 
the material was designed or develc^^ed for and the level of 
development. 

B. Provide information concerning the development of a product 
when appropriate to iitprove credibility of the material; i.e., 
was it developed by a USQE Grant, by Qiildren's Iheatre, or by 
the American Printing Hoiise for the Blind? 



Special Considerations for Kits and Equipment 

Itemize ccnponent parts of kits, their titles and prices, 
v*ien available. 

Specify the nxitiber of students served by the contents of a 
kit. 

Indicate any restrictions involved in the use of any equipment. 



B. 
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Tftiesaurus Descriptor 

Thesaurus descriptors are the subject headings that are used to 
describe the instructional material for retrieval purposes in N3MIS* Uie 
descriptors are a vital means of precise retrieval, and, as such, it is 
iirperative that accurate descriptors be used in abstracting the naterial. 
All descriptors losed are to be taken from the Instxactjonal Materials 
Thesaurus for Special Education , second edition and subsequent revisions. 



General Guidelines 



It is reconinended that the nuniber of descriptors assigned 
to a particular material range from 10-14 descriptors only; 
18 is the maximum limit vAiich can be acoottinodated on the 
report form. In rare, extreme cases, up to 30 descriptors 
may be applied to a single instructional materiad, but over- 
indexing should be avoided in all cases* 

It is not necessary to repeat terms already assigned to the 
Media Format field. The material vail be retrieved regard- 
less of the field in v*iich it is entered. 

Assign terms in a decreasing hierarchy of iit^ortance. Record 
the vital terms first, tiie least necessary terms last. It is 
reoonmended tlat the terms be assigned in the order given in 
ttie general instructions appearing later in this section. 

Hyphens in the descriptor terms themselves are not permissible. 
Record the descriptor exactly as it appears in the i nstructional 
Materials Thesaurus for Special Education, second edition, capi^ 
talizing the first word only in a multi^word term. Record the 
descriptors in neat, readable columns. 

EXAMPLES: 

Visual Vocabulary 

Sports stories Primary grades 

Reading Tex tbooks 
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2. 



3. 



In abstractiiig a series title, use descriptors cxanmon to all 
the irKiividual titles or cxxtionents only* The oontents of 
each piece in that series will be indicated via the descriptors 
assigned to that particular title v^ien it is abstracted* 

EXflMPUE: 

Black Contributors to American Culture Series 

Blacks Culture 
United States Ethnic groups 

(Descriptors ootinon to the entire series) 
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General Instruc±ions 



A. Circle "Instructional" on the NIMIS report form. This 
identifies the nature of the itaterial being abstracted. 



EXAMPIE: ^ 

Thesaurus Descriptors: llnstructi onaXS 

B, Choose terms fran the following areas to uniquely identify 
and disting^iish that material. It is preferable to list 
those terms in the order of the areas as tbey are given; 
the mDst pertinent terms are listed first, the least relevant 
listed last. 



Content Areas: 



Using Curricular— Category 3 of the thesaurus, record at 
least one general curriculum content term for the material. 



Skill Area: 



Within content area, using Sensiwotor Skills — Category 18, 
determine the major skill areas developed throu^ use of the 
material; index only those vMch receive major emphasis. 

Grade, Instructional and Interest Level : 

Using Educational Levels/Interest Levels — Category 4, assign 
the instractional level ii^cated fcy the publisher where pos- 
sible. Rscord the geiieral, nore incloijive t^rru in c^ses where 
the material covers a grade rarige; indicate both interest 
level and instructional level \^ere different. 



Input/Output Mode ! 

Assign terms using Learning Modes — Category 15 to designate 
the appropriate input and output modes required in using the 
material. 



Handicapping Oonditions : 

It is preferable to assign terms specified by the publisher as 
being appropriate for that particular population. Using Category 
s — Exceptionalitier /Dysfunctions , recoixi aK>licable terms as 
neces:5ary. 

Instructional j^roaches. Teaching Methods : 

Using Category 13, index the particular approach M)e material 
presents for the content and skill area taught, e.g., Develop- 
mental Approach, Linguistically Based, etc. 
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For further identification or specificity^ choose descriptors 
fron the following categories as c3eeroed necessary: 



Behavioral terms ^ . Category 1 

Cognitive processes — Category 2 

Educational program — Category 5 

Employment preparation Category 6 

Groups (Minority) — — Category 11 

Human development Category 12 

Prevention/Remediation/Therapy Category 16 

Test/Evaluation Category 19 
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Media Format 

The media fornat is the fAiysical make-rqp or classification of the 
instructional naterial itself. Ihe entry represents the publisher/ 
producer term for the marketed naterials; this term shoald ^be used 
vAienever possib].e. An attoi^Jt should be itade to adhere to the grosser ^ 
itore general; inclusive term; elaboration or further specificity may 
be used when assigning terms in the Thesaurus Descriptor field. 



Hie descriptors used to identify the media must be taken 
from the Forn/Format terms in the i nstrvctiom^^l Materials 
Thesaurus for S pecial Educa t on , second edition and Slib- 
sequent revisions. Record the term ©cactly as it appears 
in the thesaurus, c^italizing only the first word of 
multi-wrd terms. Enter all terms in a neat, readable 




EXAMPLES: 

Braille books 
Activity books 
Films ISmm 
Textbooks 
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Measurement Materials 

Msasureinent materials are used to evaluate^ measxire and diagnose the 
current skills of a handicapped child. A slightly different ^roach to 
three fields is needed to capture significant infoniation about measuranent 
niaterials* These three fields and their modifications are as follows: 



Accession Nurrber 

The prefix "ME" should be entered in this field. 
EXAMPLE: 

ME 



Thesaurus Descriptors 

Enter descriptors according to the following guidelines using the 
Instructional Materials Thesaurus for Special Education , second edition 
and subsequent revisions. The divisions belcw refer to the Categorical 
Listing of Descriptors founi on pp. 29-33 of the ^.;c>'fcructionai Materials 
T hesauius for Special Education , second edition* 

Type of Test 

Use Tests/Evaluation — Category 19 
Handicappiri? Condition 

Use Exceptionalities/Dysfunctions — Category 8 

Special Subject Area 

Use Behavioral Terms — Category 1 Human Development — Category 12 

Cognitive Processes — Category 2 Sensory Motor Skills — Category 17 
Curricular — Category 3 SkillS'^-Category 18 

Educational Programs — Category 5 

Employment Preparation — Category 6 
Equipment — Category 7 



Age Levels 

Use Educational Levels/Interest Levels — Category 4 
Jfode of Presentation 

Use Instructional Approaches/ Teaching Methods — Category 13 
Instructional MaterialS'-^Category 14 

Abstract/I>escripticyi 

Hie following questions should be considered in the treatinent of the 

abstract description. 

!• Is special training needed to administer, score or interpret 
the test? 

2. Is it necessary or possible that the test can be scored and/or 
interpreted by a machine? 

3. Is standardization data available? 

4. Are remedial programs suggested, or xieed they be inferred from 
the results? 
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Prototype Materials 

Prototype materials are those items of an experimental or one-of-a- 
kird nature that have been developed as models for possible future develop- 
ment. 

Prototype materials are to be reported in the same nanner as instruc- 
tional materials with the exception of the following modification: 



Acx^ession Nuntoer 

Enter "PR" in the Accession Number field. 
EXAMPLE: 

PR 
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Training Materials 
Media, materials and educational tecdinology training materials are 
those materials wliich purport to increase ooirpetenoe in the selection, 
utilization, evaluation, design, adaptation or production of media, 
materials or educational technology, A slightly different ^flproach to 
four fields is needed to capture significant information about training 
naterials. These four fields and their nodifications are as follows: 

Accession Number 

The prefix "TR" (Training Material) should be entered here. 
EXAMPLE: 

TR 

Media Fonnat 

Use the Instructional Materials Thesaurus for Special Education , 
second edition and subsequent revisions in the choice of terms 
for entry in the Media Format field. 

Fonrat 

Use Equipment — Category 7 

Form/Format Non-Print — Category 9 
Form/Format Print — Category 10 

Instructional Technique 

Use Instructional Approaches/Teaching Methods — Category 13 

Presentation Format 

clini cs ins ti tu tes seminar 

computer assisted instruction lectures simulation 
demonstractions pra c ti cum workshops 
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Thesaunjs Descriptx>rs 

Use descriptors frcm the instructional Materials Thesaurus for SpRaial 
Education , second edition and subsequent revisions. The following divisions 
refer to the Categorical Listing of Descriptors found on pp. 29-33 of the 
Instructional Materials Thesaurus for Special Education , second edition. 
Please note tiiat not all descriptors iK>ted for training itaterials are listed 
in tlie Instructional Materials Thesaurus for Special Educa\:ion, second edition. 



Target Population (Ixainees) 



consultants 
counselors 



paraprofcssionals 
parents 



special education 




health personnel 
house parents 



diagnos tici ans 
foster parents 



pre'-^servxce personnel 
regular classroon teachers 



remedial teachers 
resource teachers 



teachers 
speech therapists 
supervisory personnel 
teacher aids 
volunteers 



Handicapping Cbnaiti.ons 



Use Exceptionalities/Dystunctions — Category 8 



Specific Subject Areas (Objectives) 



Use Behavioral Terms — Category 1 Learning Modes — Category 15 

Cognitive Processes — Category 2 Sensory Motor Skills — Category 17 
Curricular — Category 3 Skills — Category 18 



Age Levels 



Use Educational Levels/ Interest Levels — Category 4 
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Pwparaticn Sournes 



Cent&c Prgparin^ Abstracts Preparation Source Nii:ter 



SI (Louisville, Kentucky) 


001 


S2 (Linoaln» N^aska) 


002 


S3 (Madison, Wisconsin) 


003 


NCaw (Ooluttous, Ohio) 


004 


OORFt (Lexington, Kentucky) 


005 


AI^ #1 


(Nk>rthwf2at) 


006 


BRC #1 


(Northwesit) 


007 


^XJX: #2 


(California) 


008 


JWC #2 


(California) 


00-^ 


ALIC 


(Southwest) 


010 


RHC f J 


(soutnwest) 


Oil 


AUC #4 


(Midwest) 


01^' 


FEC #4 


(Mi.d*jest) 


013 


AU£ «5 


(T*ixas) 


014 


BSC #5 


(Texas) 


015 


ALRC #6 


(Great Lakej) 


016 


RIC #6 


(Great Lakes) 


017 


ALIC #7 


(Illiiois) 


018 


R««: #7 


(Illinois) 


019 


ALRC #8 


(Ohio) 


020 


BIC #8 


(Ohio) 


021 


AUC 


(Northeast) 


022 


RIC #9 


(Northesat) 


023 


ALRC #10 


{^fev7 York) 


024 


BRC f 10 


(^3ew York) 


025 


Aur: #11 


(Perintiyivania) 


026 


RHC #11 


(Pennsylvania) 


027 


ALRC #12 


(^udeast) 


028 


RRC #12 


(^l^t) 


029 


ALRC #13 


(Southeast) 


030 


RRC #13 


(Southeast) 


031 
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Rxnan Numeral Conversion Chart 

The following chart is to be used as a guideline in converting Ranan 
Nunerals to the Arabic equivalent. 



I 


1 


II 


2 


III 


3 


w 


4 


V 


5 


VI 


6 


VII 


7 


VIII 


8 


IX 


9 


X 


10 


XI 


11 


XII 


12 


XIII 


13 


XIV 


14 


XV 


15 


XVI 


16 


XVII 


17 


XVIII 


18 


XIX 


19 


XX 


20 


XXI 


21 


XXIX 


29 


XXX 


30 


XL 


40 


XLVIII 


48 


XLIX 


49 


L 


50 


IX 


60 


xc 


90 


XCVIII 


98 


XCIX 


99 


c 


100 


CI 


101 


c\: 


200 


D 


500 


DC 


600 


CM 


900 


M 


1,000 


bCMLXX 


1970 



Method: The value of a symbol following another of the same or greater 
value is added (III = 3, XV = 15) . The value of a symbol pre*» 
ceding one of greater value is substracted (IX = 9) . 

The value of a symbol standing between tvgo of greater value is 
substracted from that of the second, the renainder being added 
ho that of the first (XIX = 19) . 
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APPENDIX C 



Report Form 



Dato Received 
^ Format 


Date Approved 


Date Rejected 




Date Kntorod 


OCI>C Number 


Accession Number 
035, 098, 099 


•Preparation Source 
040, 049 


♦Author /Corporate Author 
100 


•Title 
245 


Edition 
250 


*Price 
350 





•Publication Information 

260 Place of Publication j^h Publisher Production Date Copyright Date 



Program/Series Note 




490 




Media Format Variant 


Numerical Identifier 


500 


010, 020, 500 


Vendor 




500 




Distributed by 





Supplementary Information 
500 



Evaluation Information 
500 

This material h^ts been raviewcd by Specialized Office 
<">d judged appropriate for use with the ^ 



£7 



Field evaluation data are available. Results show that those 
rtatcriuls aro suitable for 



Kvidcnco shows thit this material ir. currently boiny used by 
/II7 i'l educational programs for the 



This matrriai }uis been rccomnonded by an authoritative body for 
u^o wj th the 



ERIC 



m:m\ RovIsumI Form 1/7G, p. I 
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SoL for 12-1)1 loli olito 

5i 



*Abstract Description 
520 (Type double-spaced) 



•Thoaaurus Descriptors 

Instructional Training Meaaurcmoht Prototype 
NINIS 



ERIC 



NCrMHU Kovinod Korm 1/70, p.:> 



2 



*Hedia Foimat 
C90 



Joint Author 
700 



Report Form 



Dat« Rocolvcd 

i 


Date Approved 


0«to Kojoctod 


o Format 
u 

g 


Da to Entered 


OCtC Number 



035f 098, 099 



IN 



^Preparation Source 
040, 049 



001-002 073 



♦Author/Corporate Author 
100 



Ftazier, Ralph P. 



*Title 
245 



Ir.vestigating nan's environnent: biological sciences, by Ralpli P. Ftazier 
and Herbert A. aoith. 



Edition 

250 Braille 



* Price 
350 



$77.40 



♦Publication Information 
260 Place of Publication j'b Publisher y'c Production Date Copyright Date 

1839 Frankfort Ave. American Printing 

P.O. Box 6085 House for the 1973, ^ 1971 

Louisville, Kentucky, Blind, 



Program/Series Note 
490 



New laidlow Science Program 



Media Format Variant 
500 

Large type 



Numerical Identifier 
010, 020, 500 

APH 5-1402 



Vendor 
500 



Distributed by hfcCrav^lIill 



Supplcment«iry Information 
SOO 
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Evaluation Information 
500 

This material has boon reviewed by Specialised Office 1 



"OF" 



C7 



/"x7 judged appropriate for uso with the visually inpalred 

Field eval*iation data are available^ Rer^iilts nhow that those 
^ y materials »'i»'e suitable for ' 



i:vidonce slK>wn tiiat this rtaierial is currently being used by 
teachers jd CiXucational proyraias for the 



This material has been recotmcnded by *jn ^lutlioritative l>o(itj for 
usv with the 
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*Abstr«ct Description 
520 (Type doublc-spaced) 

Bcaille biology textbook for grades 7 and 8 consists of 12 wlutes 
of 1918 pages- Book uses inquiry metlxxJ of learning through personal involvefiient 
in using techniques of cteervation, experimentation, analysis, and drawing 
conclusions. Book is macie up of 8 units including introduction to living 
things, protists, plant life, animal life, structures and their functions in 
nan, genetics, history and ecology of living things. Study aids include catalog 
of living things based on classification system? science experiments and 
investigations? open-ended questions, word list, sutrvary of ideaSf and self- 
test in each chapter? suggestions for aclditional reading and glossary. l>extbook 
is available in 18 point large type edition in 5 voluies, 1100 pages. Cat. tto. 
4-0248, $53.00. FKC, 6-75 



♦Thesaunia Descriptors 
690 Instructional Training Mcasurcmont Prototype 
NIHIS 

Biology Science 
Grade 7 Grade 8 

Tactual 

Inquiry training 

Textbooks 

mind 



NCCMHll Rovinod lona 1/76, p. 2 



♦Media Format 
690 



Braille books 
Toctbooks 



Joint Author 
700 

Shdth, Ilerbert A. 
/c jt» author 
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APPENDIX D 



This forr^ was designed for the purpose of submitting suggestions 
and dealing vvith questions or problems not covered in the manual. 



NCEMMH Information Services 
NIMIS Data Preparation Manual Form 



Office/ Per son submitting suggestion Date 

Suggestion/Quesrion/Problem: Check appropriate box 

□ manual □ report form 
□ abstract procedure U other 



Response ro Suggestion/Question/Problem 



Center staff responding to request I^te 

Mail form to: Editor, NIMIS Data Preparation Manual 
National Center on Educational Media 
and Materials for the Handicappefl 
The Ohio State University 
Columbus, Ohio 43210 
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The Center is fianded under Contract OBC-3 00-72-4 478 by the Office of 
Education? U.S. Department of Health, Education, and Welfare; the con- 
tract is administered through the College of Education and the Research 
Foundatioi\ of The Ohio State University. Contractors undertaking such 
projects under government sponsorship are encouraged to e35)ress their 
judgment freely in professional and technical matters. Points of view 
or cpinions do not, therefore, necessarily represent official Office of 
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Introduction 

The NIMIS Audiovisual Report Form has been devised to nore ej^licitly 
and precisely catalog the specific characteristics of audiovisual materials, 
and to more readily acconmodate and adapt to the new audiovisual vorkform 
introduced by the Ohio College Library Center. Ihe new Audiovisual Report 
Fom will avail the abstractor of the appropriate allotments necessary to 
capture pertinent information vMch is basic for the accurate retrieval of 
audiovisual and special instructional naterials housed in NIMIS. 

Materials to be abstracted using the new Audiovisual Report Form 
include principal audiovisual rri3dia: 



The new Report Form conforms to the original nonograph Report Form 
with the exception of two additional fields: the ^lysical description 
fixed (007) and variable (301) field. The fixed, 007 field contains coded 
descriptive information pertaining to films , filmstrips, slides, transpar- 
encies and videorecordings . The variable, 301 field allc^ for elaboration 
as to characteristics and contents of audiovisual and special instructional 
imterials, and any accorpariying materials. The 007 field applies only to 
principal audiovisual media; the 301 field encompases both audiovisual and 
special instructional materials. 



Films 

Filmstrips 
Slides 

Transparencies 
Videorecordings 



cind special instnjctional materials: 



Charts 
Dioramas 
Flashcards 
GTaoes 



Kits 

Microscope Slides 

Models 

Realia 
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The NIMIS Audiovisiaal Report Form is to be used when abstracting a 
kit vMch contains multiple media formats, e.g. a kit cxDiiprised of books, 
filmstrips and an audiotape cassette* Abstract as a kit, delineating the 
contents in the appropriate subfields. Avoid splitting series in the cat- 
egorization of formats and Report Forms; it is preferable that all oonponents 
of a series be abstracted on identical Report Ponns* 



The NIMIS Audiovisual Report Form is to be used with any audiovisual 
or special instructional material. For any material consisting of book 
fonmt only, the original book NIMIS Report Form is to be used. The new 
AV Report Form must be used v^ien abstracting the following formats: 



Films trips 

There are tro additional fields on the Audiovisual Reporc Form, the 
007 and 301 fields, both of which are physical description fieldfi. The 
007 field applies only to films, filmstrips, slides, transparencies, and 
videorecordings • The 301 field pertains to those same materials in addition 
to charts, dioraiiBS, flashcards, games, kits, microscope slides, models and 
real id* Books will continue to be abstracted on the original NIMIS Report 
Form. 

Information will be recorded in the 007 field via a single-character 
code; the 301 field delineates explicitly the physical characteristics of 
the riBdium being abstracted. Both fields are conprised of 6 subfields; 
certain subfields will pertain only to specific materials. In mDst cases, 
not all subfields will contain information, coded or otherwise. When 



Scope 



Charts 
Dioramas 
Flashcards 
Films 



Games 
Kits 

Micisoscope Slides 
Models 



Realia 
Slides 

Transportation 
Videorecordings 



information is unavailable or inappropriate for a particular subfield, no 
entry is to be made. 

Specifications for the conpletion of these fields follow in the next 
two sections; queries or cotwents are to be addressed to Mary Joncich, 
NIMES System- Specialist, NdMMH. 

Standard abbreviations are acceptable in recording information in the 
301 field. The following list suggests the mDst frequently used terms and 
their American Library Assc*jiation approved abbreviations. 



Accsoitpaniinent 
And 

^proximately 
Black and v^ite 
Centimeter, s 
Each 

Following 
Foot, feet 
Frame, s 
Hour, s 
Inch, es 
Including 
Millimeter, s 
Minute, s 
Monaural 
Number, s 
Numbered 

Revolutions per minute 

Second, s 

Side, s 

Silent 

Sound 

Stereophonic 



^ approx. 



acc 



cm 



& 



ff. 
ft. 
fr. 
hr. 
in. 



mono 



mm 
min. 



incl . 



no. 
numb* 



rpm 
sec* 
s« 
si . 



stereo 
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BOOKS 



Activity Books 
Adventure Stories 
AniiTBls 
Anthologies 
i^lication Forms 
Autobiographies 
Based ReacJers 
Bibliographies 
Biographies 
Braille Books 
Calendars 
Checklists 
Comic Books 

Consumable Paper Products 

Curriculum Guides 

Diagrams 

Dictionaries 

Drama 

Encyclopedias 

Essays 

Fantasy 

Fiction 

Inkprints 

Instructional Leaflets 
Large 'Pype Materials 
Literature 
Music Books 
M/stery Stories 



Methology 

Newspaper 

Nursery Rhymes 

Panphlets 

Periodicals 

Picture Books 

Picture Dictionaries 

Plays 

Poetry 

Preprimers 

Primers 

Reference Books 
Resource Guides 
Science Fiction 
Series 

Short Stories 
Simulation Materials 
Sports Stories 

* St5>plementary Reading Materials 
Teacher Editions 
Teacher Materials 
Teachers' Guides 
Textbooks 
Unit Plans 
Vforkbooks 
Vforksheets 
Workte:'ts 



007 PHYSICAL DSSCMPTICN FIXED FIELD 

The information to be recorded in this field is to appear in the form 
of a one-character code which represents characteristics of the inedia being 
abstracted. There are six separate pieces of infomation to bs recorded 
here, each one-letter code being stored in a distinct subfield. Ihe first 
sxjbfield indicator, T^a, does not appear on the form; all others jh, 
j^, j^, ^t) are visible. With the exception of subfield all information 
is to be recorded in code following the subfield indicator to \*dch it per- 
tains. The inforiTBtion for the first subfield 5^ is to be entered prior to 
the ^ designation, as the indicator ?<a is understood by the oonputer. 

Entries in the subfields will vary according to the nature and 
applicability to the material being abstracted; certain subfields will 
always be blank, ihe skeleton 007 field is displai'ed below, 

007 ^ jk: ^ 1^ i^t 

A one-character code is to be entered following each ^propriate 
subfield indicator to designate the required information, Stibfield ?^ 
data is to be stored prior to the subfield ?4> indicator. 

An explanation of the subfield entries follows. Note that certain 
subfields pertain to specific iiaterials only; codes are to be entered when 
applicable to the particular material at hand. 
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Ihe detailed 007 field delineates the nature of the informtion 
appropriate for each respective subfield. 

007 (^) ^ ^ ^ 

Where; 



5^ = 


Form of Release 




Color 




Presentation Format 


f^ = 


Sound on Film 


7^ = 


Media for sound 


T^f = 


DS mansions 



7^ Form of Release 

This subfield is appropriate only for nedia produced in a notion 
picture ntxSe. Record the one-character code to indicate the form i 
v*iich the filiri; filmstrip or videotape is released, if the 
material is not one of above, leave the sxabfield blank. 

r = Reel to reel 

c = Cartridge 

d = Disc 

f = Cassette 

o = Roll 

z Other 

SAMPLE ENTRY 

In this example, the r indicates a reel to reel film. 

0O7 r 



Color 

Ihis subfield is appropriate for films, filmstrips, slides, trans- 
parencies or videotapes and indicates the medium used: color, black 
and vAiite, or a cotibination of the tw* If the medium used is in- 
determinate, leave the subfield blank. Record the one-character 
code following the sii)field indicator. 

b = Black and v*iite 
c = Color 

m = Coittoination of the two 
z = Other (Sepia, etc.) 

SAMPLE ENTRY 

In this exanple, the c indicates the medim used is color. 
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Tfc Presentation Format 

This subfield pertains only to filins* R&cord the one-character code 
to denote a standard or special presentation format. Leave the sub- 
field blank if the naterial is not a film? record standard unless 
otherwise specified. 

a = Standard 
b = Wide screen 
c = 3D 
d = Anairorphic 
e = Other 



SAMPLE ENTRY 



In this exaiiple, the a indicates that the film is presented in 
standard format* 

7^ a 



Sound on Film or Separate 

The subfield applies to any film medium and indicatciS if the sound is 
on the film itself or separate. Record the appropriate one-character 
code to films with soundtrack; v^n the film is silent or the soun? 
characteristics are indeterminate, leave the siibfield blank. 

a = Sound on film 
b = Soundtrack separate 
from picture 

SAMPLE ENTRY 

The following exanple represents a film with the sound on the 
film. 

^ a 



Media for Sound 

This subfield continues the sound characteristics of the film nedium 
and further identifies the media for sound. When no sound is present, 
or \;hen the source of sound indetermixiate, leave the subfield blank. 

a = Optical soundtrack on film 

b = Magnetic soundtrack on film 

c = Magnetic disc 

d = Disc (Audio) 

e = Magnetic tape on reel 

f = Magnetic tape on cassette 

h = Other 

SAMPLE ENTRY 

The following exanple represents optical soundtrack on the film. 
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ji^f Dimensions 



This subfield is appropriate for all principal audiovisual media, 
and indicates the width of films or filmstrips, and tte dinensions 
of slides, transparencies and videotapes. 

Films and Filmstrips 

a = 8 nm 

b = Siqper 8 mu 

c = 9,5 irni 

d 16 im 

e = 28 ma 

f - 35 ma 

gr = 70 mnfi 



Slides 

J = 2x2 in, 

k = 2 1/4x2 1/4 in. 



Videorecxprdings 

n = 1/4 in. 

o = 1/2 in. 

p = 1 in, 

g = 2 in. 



Transparencies 

s = 4 X 5 in, 

t = 5x7 in, 

u - 7 X 7 in. 

V = 8 X 10 in. 

w = 9 X 9 in, 

X = 10 X 10 in. 



y - Unspecified 
X = Others 

SAMPLE ENTRY 

The following exanple represents an 8 mm film, 

J^f a 
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SAMPLE ENTRIES 



Ihe following represent exanples of corpleted 007 field entries 
for each of the principal aixiiovisual materials. Note that not 
all subfields apply to every medivam. 

Film 

Silent, black and vMte, 16 ititi notion picture 
007 r b a ^ ?fe d 

Filnvstrip 

Cblor, captioned filmstrip with tape cassette 
007 o ?4) c ^ j^h f f^£ f 

Slide 

2 X 2 in. color slide (s), with audio disc 
007 c fk: b ^ d j 

Transparency 

Black and v^iite, 8 x 10 transparency (ies) 
007 ^ b jk: ^ ^ j^f V 

Videore. cording 

1 in. , color, videorecording with soundtrack 
007 d c 7^ ^ a ^ h r^f p 
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301 PffifSICAL DESCRIPTICN vaRIABLE FIELD 

Unlike the 007 field, the 301 physical description field pertains to 
both audiovisual and special instructional materials, i.e. charts, films, 
filTTBtrips, flashcards, ganes, kits, microscope slides, nodels, realia, 
slides, transparencies and videorecordings. Codes are not used in the 
301 field; the information is recorded e3q)licitly using approved abbrev- 
iations. Refer to the list of standard Amsrican Library Association 
abbreviations found in the sutmary of Section I. 

There are six subfields in this physical description field as well, 
cjontaining information regarding the extent, speed (videorecordings) , 
sound and color characteristics, dimensions and acccnpanying material 
specifics. As with the 007 field, the subfields applicable to a given 
material vdll vary according to the nature of that material. Depending 
CMi the type of material being abstracted, certain subfields will always 
be inappropriate and therefore remain blank. 

Much of the information recorded in this field has previously been 
recorded in the abstract description field. This 301 field has retrieval 
potential and the capability to very ejqslicitly and succinctly store the 
specifics of the material being abstracted. Therefore, the information 
previously housed in the AD field and appropriate to this 301 field need 
not be repeated in the abstract description. This will free the AD field 
of scne extraneous redundancy and allow the information to be recorded 
and retrieved in a uniform and s+ indard manner. 



10 



The skeleton 301 field appears on the Report Pom as: 

301 (?^a) ifio ^ 1^ ^ 

Where: 

^ = Extent 

j4d = Sound characteristics 

fk: = Color characteristics 

= Dimensions 

j^e = Accompanying rnaterial 

r-Z = Speed (Videorecordings ) 

Tte following siimarizes the prx>visions for physical description 
for each medium. Subf ield codes are captioned to specify the charac- 
teristics used for each medium. If a subf ield code is not listed for 
a particular medium, its use is not anticipated for that median. 




charts 

301 i^a) jk: ?y 5^ 



7^a = Number of charts or flipcharts 

jk: = Color/black & white 

7^5, = Height x width in centimeters 

7^ = Accompanying materials 



SAMPLE ENTRIES 



12 black and v^iite charts, 15 x 10 cm each 
301 12 charts ^ fk: b&w 15 x 10 cm 

1 color flipchart, 59 x 42 centimeters with teacher's guide 
301 1 flipchart ^ col. ^ 59 x 10 cm ffe ^teacher's guide 



74 
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Dioramas are not incliided in the 301 fiiysical description field. 
Specific characteristics of dioramas are to be outlined in the 
Abstract Description field. 



7 1: 
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Films 

301 (j^a) 7^ 

^ = Number of reels together with running time 

7^3 = Silent/sound 

ife = Color/black & white 

= Width of film in millimeters 
^ = Accompanying materials 

SAMPLE ENTRIES 

19 minute, silent, 16 irm color notion pic±iire 
301 19 min. ?fc si • ^ col. 16 mm ^ 

Fifteen 4-ininute, black & v*ate, sound 8 nm films 
301 15 films: 4 min. ea. si. ^ b&w ^ 8 mm ^ ^f 
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Filmstrips 



301 {^al ?y 



= Number of frames, double frames, or rolls 

^ = Color/black & white 

jAi = Width of film in millimeters 

^ = Accompanying materials, sound accompaniment 



SAMPLE ENTRIES 



66 frames, black & vvhite, 35 nm filmstrip with phanodisc 
301 66 fr. ^ jk: bsw 35mm Sphonodisc: 23 min. 

48 double frame color filmstrip, 35 nm with cassette 
301 48 double fr. jk: col. 35 mm ^ Scassette: 41 min. 
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Flashcards 



301 (T^a) j£c 

7^ = Number of cards 

jk: = Color/black & white 

7^ = Height x width in centimeters 

jfe = Accompanying materials 

SAMPLE ENTRIES 

40 color flashcards, 22 x 28 an with stucJy guide 
301 40 cards 7^ jfc col. 22 x 28 cm jfe sstudy guide 

118 black and vMtB cards, 3 x 9 cm 
301 118 cards jk: bsw 3 x 9 cm ^ 



7b 
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Games 



301 &^a) 

j^a = Number of pieces or components 
^ = Accompanying materials 

SAMPLE ENTRIES 

Game containing multiple piecjes with teacher's guide 
301 various pieces fk: steacher's guide jff 

25 piece gane with directions 
301 25 pieces jk: Sdirections 
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Kits 



301 iy^) 

jf^ = Enumeration of contents 

SAMPLE ENTRIES 

Kit rontaining 25 activity cards, 1 tape cassette, 
2 flLnstrips, 14 transparencies, 5 study guides 

25 activity cardSf 1 tape cassette, 
301 14 transparencies , 5 study guides, J^D jfe ^ ^^f 

2 filmstrips 

Kit of 2 books, 4 posters, 1 jtonograph disc, 12 slides 

2 books, 4 posters, 12 slides, 
301 1 phonodisc jfe 7^ pfe 



O 1» 
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Micro s cope Slides 



301 



— Number of slides 
'/c = Type of stain 
^ =^ Accompanying materials 



SAMPLE ENTRIES 



100 slides 
301 slides ik: ^ 

10 stained slides with teacher's manual 
301 10 slides ^ ^ stained pfe ^teacher's manual 



Si 
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Models 



301 (^) ^ T^a 

^ = Number of models or mock-^ups 

^ = Color statement 

= Height x widths height x width x depth in cm 

^ = Accompanying materials 

SAMPLE ENTRIES 

2 color models^ 45 x 60 an with lesson plans 
301 2 models ^ col. ^45 x 60 cm ?fe dlesson plan jti 

1 models 35 X 22 can 
301 i model ?^ ?fe ^ 35 x 22 cm ^ J^f 



8^ 
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Realia 

301 (j^a) ^ ^ jie 

^ = Enumeration of components 
jfc s= Color statement 

= Height x width (or depth) in cm. 
^ = Accompani^ing material 

SAMPLE ENTRIES 

2 hand pi?)pets in color about 35 an each 
301 2 hand puppets col. 35 cm ^ 

32 speciitiens with acoonpanying stu^ guide 
301 32 specimens fk: Sstudy guide 
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Slides 

301 (^d) jh 7« ^ 

^ = Number of slides 
fk: = Color/black & white 

= Height x width in inches 

= Accompanying materials 

SAMPLE ENTRIES 

40 cx>lor^ 2x2 inch slides with phonodisc 
301 40 slides jft) col. 2 x 2 in. Qphonodisc 

200 slides in black and vMte^ 2x2 inches 
301 200 slides b&w 2 x 2 in. ^ f^f 
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Transparencies 

301 (M 9^ 7^ ^ 

jia = Number of transparencies 

- Color/black s white 
j^d = Height x width in inches 
jie = Accompanying materials 

SAMPLE ENTRIES 

54 transparencies, in color, 10 x 12 inches 
301 54 transparencies jA) jk: col. 10 x 12 in. ^ 7^f 

7 color transparencies, 10 x 10 in. with 2 cassettes 
301 7 transparencies ^ col. ?<d 10x10 in. ^ .&2 cassettes 



8-6 
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vi deorecordings 

301 {f^ j£b fk: f^d 

7^ - Number of reels ^ etc. with running time in itdnutes 

?4d = Sound/ si lent 

fk: = Color/black S white 

= Width of tape in inches 

= Accompeinx^ing materials 

= Speed in revolutions per minute 

SAMPLE ENTRIES 

A SCHninute, black and vMte, 2-inch disc videotape 
301 30 min. jk: b&w 2 in. 1500 rpm 

A 12-reel, 15 min. each, sound, color videotape with guide 
301 12 reels: 15 min. ea. sd. 7^ col. 3/4 in. 

&guide f^f 



8t; 
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305 PHYSICAL DESCRIPTION FIEID FOR flUDIORECORDINGS 

Physical descriptions of audiorecordings are entered in imich the same 
way as those for special instructional naterials* For our purposes/ audio- 
recordings will include the following fonnats: 



The physical description (305) field for sound recordings contains size, 
speed and sound characteristic information; applicability will vary 
according to the form of release of the material • Instructions for each 
medium are given below including sanples for each particular soiand re- 
cording* 

Record the physical description (305) infomation in the 301 field 
on the Audiovisual Report Form* When information is unavailable or in- 
appropriate for a particular subfield or entry, leave that subf ield blank. 



Audiotape Cartridges 
Audiotape Cassettes 
Audiotapes Reel to Reel 
Phonograph Records 



305 



(^) 



?^f 



T^a = 
= 

^ = 
?^f = 



Number of slides, albums, cylinders , reels 

Size 

Speed 

Microgroove or standard 
Sound characteristics 
Number of tracks 
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Audiotape Cartridges 



305 (^) ^ jfc f^£^ 

j^a = Nvinber of cartridges 

74) = Width of tape v 
jk: = Speed 

jfe = Sound characteristics 
f^f = Wumiber of trac/cs 

SAMPLE ENTRIES 

Full track, 1 inch, 3 3/4 in, per sec, monaured audio cartrijdge 
305 I cartridge 1 in, jk: 3 3/4 in* per sec, mono y^f l-track 

8- track audio cartridge ^ 7 1/2 ips^ 1/2 inch wide 
305 I cartridge fo h in, io 7k in, per sec. ^ jtf d-track 

Three--l/4 in» , 4 -track c^.uciio cartridges, 3 3/4 ips. stereophonic 
305 3 cartridges it in* ^ 3 3/4 in. per sec* jki ^ stereo 

f^f 4-'track 



ERIC 
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A udiotape Cassettes 

305 (7^a) 7<b 7^ T^f 

= Number of cassettes 
Tto = Width of tape 
7^ = Speed 

^ = Sound characteristics 
7^f = Nuinber of tracks 

SAMPLE ENTRIES 

1 half--txack, 1 in. audio cassette, 3 3/4 in. per sec., mono 
305 1 cassette 1 in. ^3 3/4 in. per sec. ^ mono y^f 2'-track 

TVo, 1/2 in., 8-track audiocassettes , 7 1/2 in. per sec. 

305 2 cassettes ?4> 1/2 in. ?fe 7 1/2 in. per sec. ^ ^ j^f S^track 

Fdur-track, 1/4 in. audio cassette, 3 3/4 in. per sec. 
305 1 cassette ^ 1/4 in. ^ 3 3/4 in. per sec. ^ 4-'track 
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Audiotapes Reel to Reel 



305 ' (7^) ^ fic fiB f^t 

^ Number of reels y 

?4d = Diameter of reel 

fh = Speed of tape 

?fe = Sound characteristics 

f^f = Number of tracks 

SAMPLE ENTRIES 

IVd-12 in., 3 3/4 in. per sec., 4-track nonaural reels 

305 2 reels 12 in. jk: 3 3/4 in. per sec. ^ jfe mono 4=track 
« 

One-5 in. reel, 7 1/2 in. per sec., full track, stereophonic 
305 I reel 5 in. jk: 7^ in. per sec. ^ ^fe stereo -^f l-track 

Pour-7 in., 8-track, 3 3/4 in,, per s<ic. reels 
305 4 reels ^ 7 in. 7^ 3 3/4 in- Per sec. ^ ^ j^f 8-track 
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Phonograph Records 

305 i^a) ^ 1^ ^ ^ 

T^a = Number of sides 

7^) = Diameter of disc 

fk: = Speed 

= Microgroove or standard 

7^ = Sound characteristics 

SAMPLE ENTRIES 

Pour-10 in. disc, 33 1/3 rpm, monaural 
3U5 4 discs ^ 10 in. fc 33 1/3 rpm stnd. ^ mono 

1-12 inch phono record, 45 rpm, stereophonic 
305 1 disc ^ 12 in. jk: 45 rpm ^ stnd. ^ stereo ft 

Six- 12 inch, 45 rpm discs 
305 6 discs fb 12 in. fc 45 rpm ^ stnd. fe ft 
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306 DURKTION OF ftlUDIOREXX)RDING " 

Timings for sound recordings are entered in the Si:?>plenentary 
Information (500) field. Timings represent the dxiration of the audio- 
recording and are entered in terms of hours, minutes and seconds, Hiis 
field ocHitains six digits entered in blocks of two e)q>ressed as a single 
number, 

hr^* sec* 
A 

000000 
V 

min* 

002016 = 20 minutes, 16 seconds 

014500 = I hour, 45 minutes 

• 000300 = 3 minutes 

This information is to be reooixied for all axxJiorecording materials; 
approxiiiate duration only when given as such. If unavailable, including 
secondary sources, leave the field enpty. Entries are to be made in the 
Supplanentary Information (500) field as show in the example below. 

306: 001630 (16 1/2 minutes) 

306: 010500 (1 houT, 5 minutes) 

306: 000043 (43 seconds) 



0'^ 
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Surmary 

The Audiovisual Report Form incorporates audioreoordings in capturing 
physical description information in the 301 and sipplementary note fields. 
The entries are itade similar to those for audiovisual and special instruc- 
tional materials with the exception of the timings infonration. Duration 
of recordings is entered in the sipplementari' infomation field as a six- 
digit nuniber representing hours, minutes and seconds expressed in sequences 

of tWD* 

In all entries, only information applicable to a particular subfield is 
to be recorded. Since the infonration for each specific format varies, cer- 
tain subfields will always remain enpty when abstracting those materials^, 
Ihe provision of this bibliographic data further delineates and identifies 
specific characteristics of materials entered into NIMIS. This affords 
increased coropatibility of NIMIS records with existing national standards, 
including the Library of Congress, American Library Association, Association 
of Educational conrnmications and Technology and the Ohio College Library 
Center. 
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